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Hazard  Analysis 

Division Business Unit

Task 1:

Hazardous Activity #1

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical L Driving M Electrical L

Environmental L Gravity L Mechanical L Motion L

Personal Safety M Pressure L Radiation L Sound L

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #2

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical - Driving - Electrical -

Environmental - Gravity - Mechanical - Motion -

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #3

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical L Driving - Electrical L

Environmental - Gravity M Mechanical M Motion M

Personal Safety - Pressure M Radiation - Sound M

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #4

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical L Driving - Electrical M

Environmental - Gravity H Mechanical H Motion H

Personal Safety - Pressure M Radiation - Sound H

Overall Unmitigated Risk: High Mitigated Risk: Medium if utilizing:

Primary Controls

Secondary Controls

Drilling/Soil Sampling

Field-Mobilization/Demobilization -  from a site

Field-Utilities- pre-clearing utilities by manual means (auger, probe, shovel, etc)

Environment REM

Field-Drilling - Mechanical method (drill rig, DPT, etc)

TRACK   Field H&S Handbook   Engineering Controls      

JSAs   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Admin. Controls                

Field-Biological - insects, spiders, snakes, etc

TRACK   Engineering Controls   PPE (see HASP  "PPE" section)      

JSAs   HASP   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Housekeeping               

TRACK   H&S Standards   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   JSAs    

Specialized Equipment   Engineering Controls   Admin. Controls                 

TRACK   Engineering Controls   Admin. Controls   PPE (see HASP  "PPE" section)   JSAs   Inspections    

Job Briefing/Site Awareness   H&S Standards   Cont/Emerg. Planning                 



Hazardous Activity #5

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical M Driving - Electrical -

Environmental - Gravity M Mechanical L Motion L

Personal Safety M Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Task 2:

Hazardous Activity #1

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical L Driving M Electrical -

Environmental - Gravity M Mechanical - Motion L

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #2

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical - Driving - Electrical -

Environmental - Gravity - Mechanical - Motion -

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Additional Controls

Hazardous Activity #3

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical L Driving - Electrical -

Environmental - Gravity L Mechanical - Motion M

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Low Mitigated Risk: Low if utilizing:

Primary Controls

Monitoring Well Installation

Field-Measurement - water levels and well sounding

TRACK   JSAs   PPE (see HASP  "PPE" section)      

Field personnel will not be working alone, but will be working in teams of two. 

Field-Sampling - sample cooler preparation

TRACK   JSAs   Engineering Controls   PPE (see HASP  "PPE" section)   See HASP "Monitoring" section    

Job Briefing/Site Awareness   Admin. Controls   Work Plan                

TRACK   Field H&S Handbook   Engineering Controls      

JSAs   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Admin. Controls                

Field-Biological - insects, spiders, snakes, etc

TRACK   Engineering Controls   PPE (see HASP  "PPE" section)      

Field-Mobilization/Demobilization -  from a site

JSAs   HASP   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Housekeeping               



Hazard  Analysis 

Division Business Unit

Task 3:

Hazardous Activity #1

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical L Driving M Electrical L

Environmental L Gravity L Mechanical L Motion L

Personal Safety M Pressure L Radiation L Sound L

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #2

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical - Driving - Electrical -

Environmental - Gravity - Mechanical - Motion -

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #3

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological M Chemical L Driving - Electrical L

Environmental - Gravity L Mechanical - Motion M

Personal Safety - Pressure - Radiation - Sound -

Overall Unmitigated Risk: Low Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

Hazardous Activity #4

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical - Driving - Electrical -

Environmental - Gravity - Mechanical - Motion -

Personal Safety M Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Medium if utilizing:

Primary Controls

Secondary Controls

Environment REM

Groundwater Monitoring

Field-Mobilization/Demobilization -  from a site

TRACK   Field H&S Handbook   Engineering Controls      

JSAs   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Admin. Controls                

Field-Biological - insects, spiders, snakes, etc

TRACK   Engineering Controls   PPE (see HASP  "PPE" section)      

JSAs   HASP   Job Briefing/Site Awareness   PPE (see HASP  "PPE" section)   Housekeeping               

Field-Sampling - monitoring well sampling with  electric, pneumatic or other non-manual pump

TRACK   JSAs   Engineering Controls   PPE (see HASP  "PPE" section)   Inspections     

Job Briefing/Site Awareness                   

General-Lifting and movement of equipment of varying weights at varying frequencies by manual methods

#N/A

JSAs   Job Briefing/Site Awareness   Specialized Equipment   Admin. Controls   Engineering Controls               



Hazardous Activity #5

Hazard Types (unmitigated ranking H-High, M-Medium, L-Low):

Biological - Chemical M Driving - Electrical -

Environmental - Gravity M Mechanical L Motion L

Personal Safety M Pressure - Radiation - Sound -

Overall Unmitigated Risk: Medium Mitigated Risk: Low if utilizing:

Primary Controls

Secondary Controls

TRACK   JSAs   Engineering Controls   PPE (see HASP  "PPE" section)   See HASP "Monitoring" section    

#N/A

Field-Sampling - sample cooler preparation















HASP Forms



















  

 
  

W
E

E
K

L
Y

 “
W

A
L

K
-A

R
O

U
N

D
” 

 
O

ff
ic

e 
Lo

ca
tio

n:
  

 
 

 
 

V
eh

ic
le

/P
la

te
 N

um
be

r: 
 

 
 

 
 

 
1.

 C
he

ck
 u

nd
er

 th
e 

ho
od

; 2
. E

xa
m

in
e 

ex
te

rio
r; 

3.
 C

he
ck

 fo
r l

ea
ks

 u
nd

er
 h

oo
d 

an
d 

ex
te

rio
r; 

4.
 T

es
t b

ra
ke

s, 
st

ee
rin

g,
 tr

an
sm

is
si

on
; a

nd
, 5

. E
xa

m
in

e 
in

te
rio

r. 
“S

” 
= 

sa
tis

fa
ct

or
y 

or
 “

N
S”

= 
no

t s
at

isf
ac

to
ry

.  
If

 “
N

S”
 is

 n
ot

ed
, p

le
as

e 
ex

pl
ai

n 
be

lo
w 

an
d 

in
cl

ud
e 

wh
at

 c
or

re
ct

iv
e 

ac
tio

n 
wa

s t
ak

en
 a

nd
 th

e 
da

te
 it

 w
as

 ta
ke

n.
 

 
 

D
at

e/
In

iti
al

s 
S 

or
 

N
S 

 
D

at
e/

In
iti

al
s 

S 
or

 
N

S 
 

D
at

e/
In

iti
al

s 
S 

or
 

N
S 

 
D

at
e/

In
iti

al
s 

S 
or

 
N

S 
 

D
at

e/
In

iti
al

s 
S 

or
 

N
S 

 
D

at
e/

In
iti

al
s 

S 
or

 
N

S 
 

D
at

e/
In

iti
al

s 
S 

or
 

N
S 

O
do

m
et

er
 R

ea
di

ng
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

In
si

de
: 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Si
de

 &
 R

ea
r-

V
ie

w
 M

irr
or

s 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
H

or
n 

an
d 

D
oo

r L
oc

ks
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

W
in

ds
hi

el
d 

w
ip

er
s 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

H
ea

te
r, 

D
ef

ro
st

er
, A

C
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

In
te

rio
r L

ig
ht

s &
 P

an
el

/G
ag

es
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Fl
as

he
rs

 &
 T

ur
n 

Si
gn

al
s 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Pa
rk

in
g 

&
 E

m
er

ge
nc

y 
B

ra
ke

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
St

ee
rin

g 
W

he
el

 (e
xc

es
si

ve
 p

la
y?

) 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
C

lu
tc

h 
(if

 a
pp

lic
ab

le
) 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

En
gi

ne
: 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

En
gi

ne
 (s

ta
rt 

w
ith

ou
t p

ro
bl

em
?)

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Fl

ui
d 

Le
ve

ls
 &

 B
el

ts
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

N
ot

ic
ea

bl
e 

Le
ak

s 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Ex

te
ri

or
: 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Li
gh

ts
, F

la
sh

er
s, 

Si
gn

al
s, 

R
ef

le
ct

or
s 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Ti
re

s (
co

nd
iti

on
, i

nf
la

tio
n)

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
C

ar
go

 A
re

a/
Ti

e-
D

ow
ns

 S
ec

ur
e 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Li
ce

ns
e 

Ta
gs

 –
 C

he
ck

 S
ta

tu
s (

D
at

e)
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Ch
ec

ke
d 

by
 – 

Na
m

e a
nd

 in
iti

als
 

1. 
 

 
 

 
3. 

 
 

 
 

5. 
 

 
 

 
7. 

 
 

 
 

 
2. 

 
 

 
 

4. 
 

 
 

 
6. 

 
 

 
 

8. 
Ex

pl
an

at
io

n:
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 



JSAs





















 

 Imagine the result 

Chain-of-Custody, Handling, 
Packing and Shipping 

Rev. #:  2 

Rev Date:  March 6, 2009 

 

 



 

\\arcadis-us\officedata\newtown-pa\sop-library\reformatted sops 2008\general sops\1663199 - chain-of-custody, handling, packing and shipping.doc 

1SOP: Chain-of-Custody, Handling, Packing and Shipping

Rev. #:  2 | Rev Date:  March 6, 2009 

Approval Signatures 

 

Prepared by:         Date:    3/6/09    

     Caron Koll 

 

Reviewed by:         Date:    3/6/09    

Jane Kennedy(Technical Expert) 



 

\\arcadis-us\officedata\newtown-pa\sop-library\reformatted sops 2008\general sops\1663199 - chain-of-custody, handling, packing and shipping.doc 

2SOP: Chain-of-Custody, Handling, Packing and Shipping

Rev. #:  2 | Rev Date:  March 6, 2009 

I. Scope and Application  

This Standard Operating Procedure (SOP) describes the chain-of-custody, handling, 
packing, and shipping procedures for the management of samples to decrease the 
potential for cross-contamination, tampering, mis-identification, and breakage, and to 

insure that samples are maintained in a controlled environment from the time of 
collection until receipt by the analytical laboratory. 

II. Personnel Qualifications 

ARCADIS field sampling personnel will have current health and safety training, 

including 40-hour HAZWOPER training, Department of Transportation (DOT) training, 
site supervisor training, and site-specific training, as needed. In addition, ARCADIS 
field sampling personnel will be versed in the relevant SOPs and possess the skills 

and experience necessary to successfully complete the desired field work.   

III. Equipment List 

The following list provides materials that may be required for each project.  Project 
documents and sample collection requirements should be reviewed prior to initiating 

field operations: 

 indelible ink pens (black or blue); 

 polyethylene bags (resealable-type); 

 clear packing tape, strapping tape, duct tape; 

 chain of custody   

 DOT shipping forms, as applicable 

 custody seals or tape; 

 appropriate sample containers and labels,; 

 insulated coolers of adequate size for samples and sufficient ice to maintain 
4°C during collection and transfer of samples; 

 wet ice; 

 cushioning and absorbent material (i.e., bubble wrap or bags); 
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 temperature blank 

 sample return shipping papers and addresses; and 

 field notebook. 

IV. Cautions 

Review project requirements and select appropriate supplies prior to field mobilization. 

Insure that appropriate sample containers with applicable preservatives, coolers, and 

packing material have been supplied by the laboratory. 

Understand the offsite transfer requirements for the facility at which samples are 

collected.   

If overnight courier service is required schedule pick-up or know where the drop-off 

service center is located and the hours of operation.  Prior to using air transportation, 
confirm air shipment is acceptable under DOT and International Air Transport 
Association (IATA) regulation 

Schedule pick-up time for laboratory courier or know location of laboratory/service 
center and hours of operation. 

Understand DOT and IATA shipping requirements and evaluate dangerous goods 
shipping regulations relative to the samples being collected (i.e. complete an 

ARCADIS shipping determination).  Review the ARCADIS SOPs for shipping, 
packaging and labeling of dangerous goods.  Potential samples requiring compliance 
with this DOT regulation include:   

 Methanol preservation for Volatile Organic Compounds in soil samples  

 Non-aqueous phase liquids (NAPL) 

V. Health and Safety Considerations 

Follow health and safety procedures outlined in the project/site Health and Safety Plan 
(HASP). 
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Use caution and appropriate cut resistant gloves when tightening lids to 40 mL vials.  
These vials can break while tightening and can lacerate hand.  Amber vials (thinner 

glass) are more prone to breakage. 

Some sample containers contain preservatives.   

 The preservatives must be retained in the sample container and should in no 
instance be rinsed out.   

 Preservatives may be corrosive and standard care should be exercised to 
reduce potential contact to personnel skin or clothing.  Follow project safety 

procedures if spillage is observed. 

 If sample container caps are broken discard the bottle.  Do not use for sample 

collection. 

VI. Procedure 

Chain-of-Custody Procedures 

1. Prior to collecting samples, complete the chain-of-custody record  header 
information by filling in the project number, project name, and the name(s) of the 
sampling technician(s) and other relevant project information. Attachment 1 

provides an example chain-o- custody record  

2. Chain-of-custody information MUST be printed legibly using indelible ink (black 

or blue). 

3. After sample collection, enter the individual sample information on the chain-of-

custody: 

a. Sample Identification indicates the  well number or soil location that the 

sample was collected from. Appropriate values for this field include well 
locations, grid points, or soil boring identification numbers (e.g., MW-3, X-
20, SB-30). When the depth interval is included, the complete sample ID 

would be “SB-30 (0.5-1.0) where the depth interval is in feet.   Please 
note it is very important that the use of hyphens in sample names and 
depth units (i.e., feet or inches) remain consistent for all samples entered 

on the chain-of-custody form. DO NOT use the apostrophe or quotes in 
the sample ID.  Sample names may also use the abbreviations “FB,” 
“TB,” and “DUP” as prefixes or suffixes to indicate that the sample is a 

field blank, trip blank, or field duplicate, respectively.  NOTE:  The sample 



 

\\arcadis-us\officedata\newtown-pa\sop-library\reformatted sops 2008\general sops\1663199 - chain-of-custody, handling, packing and shipping.doc 

5SOP: Chain-of-Custody, Handling, Packing and Shipping

Rev. #:  2 | Rev Date:  March 6, 2009 

nomenclature may be dictated by the project database and require 
unique identification for each sample collected for the project.  Consult 

the project data management plan for additional information regarding 
sample identification. 

b. List the date of sample collection. The date format to be followed should 
be mm/dd/yy (e.g., 03/07/09) or mm/dd/yyyy (e.g. 03/07/2009). 

c. List the time that the sample was collected. The time value should be 
presented using military format. For example, 3:15 P.M. should be 
entered as 15:15. 

d. The composite field should be checked if the sample is a composite over 
a period of time or from several different locations and mixed prior to 

placing in sample containers.   

e. The “Grab”. field should be marked with an “X” if the sample was 

collected as an individual grab sample. (e.g. monitoring well sample or 
soil interval). 

f. Any sample preservation should be noted. 

g. The analytical parameters that the samples are being analyzed for should 

be written legibly on the diagonal lines. As much detail as possible should 
be presented to allow the analytical laboratory to properly analyze the 
samples. For example, polychlorinated biphenyl (PCB) analyses may be 

represented by entering “PCBs” or “Method 8082.” Multiple methods 
and/or analytical parameters may be combined for each column (e.g., 
PCBs/VOCs/SVOCs or 8082/8260/8270). These columns should also be 

used to present project-specific parameter lists (e.g., Appendix IX+3 
target analyte list.  Each sample that requires a particular parameter 
analysis will be identified by placing the number of containers in the 

appropriate analytical parameter column. For metals in particular, indicate 
which metals are required.   

h.  Number of containers for each method requested.  This information may 
be included under the parameter or as a total for the sample based on 
the chain of custody form used. 

i. Note which samples should be used for site specific matrix spikes. 

j. Indicate any special project requirements. 
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k. Indicate turnaround time required. 

l. Provide contact name and phone number in the event that problems are 
encountered when samples are received at the laboratory. 

m. If available attach the Laboratory Task Order or Work Authorization forms 

n. The remarks field should be used to communicate special analytical 

requirements to the laboratory. These requirements may be on a per 
sample basis such as “extract and hold sample until notified,” or may be 
used to inform the laboratory of special reporting requirements for the 

entire sample delivery group (SDG). Reporting requirements that should 
be specified in the remarks column include: 1) turnaround time; 2) contact 
and address where data reports should be sent; 3) name of laboratory 

project manager; and 4) type of sample preservation used. 

o. The “Relinquished By” field should contain the signature of the sampling 

technician who relinquished custody of the samples to the shipping 
courier or the analytical laboratory. 

p. The “Date” field following the signature block indicates the date the 
samples were relinquished. The date format should be mm/dd/yyyy (e.g., 
03/07/2005). 

q. The “Time” field following the signature block indicates the time that the 
samples were relinquished. The time value should be presented using 

military format. For example, 3:15 P.M. should be entered as 15:15. 

r. The “Received By” section is signed by sample courier or laboratory 

representative who received the samples from the sampling technician or 
it is signed upon laboratory receipt from the overnight courier service.  

3. Complete as many chain-of-custody forms as necessary to properly document 
the collection and transfer of the samples to the analytical laboratory. 

4. Upon completing the chain-of-custody forms, forward two copies to the 
analytical laboratory and retain one copy for the field records. 

5. If electronic chain-of-custody forms are utilized, sign the form and make 1 copy 
for ARCADIS internal records and forward the original with the samples to the 
laboratory. 
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Handling Procedures 

1. After completing the sample collection procedures, record the following 
information in the field notebook with indelible ink: 

 project number and site name; 

 sample identification code and other sample identification information, if 

appropriate; 

 sampling method; 

 date; 

 name of sampler(s); 

 time; 

 location (project reference);  

 location of field duplicates and both sample identifications; 

 locations that field QC samples were collected including equipment blanks, 

field blanks and additional sample volume for matrix spikes; and 

 any comments. 

2. Complete the sample label with the following information in indelible ink: 

 sample type (e.g., surface water); 

 sample identification code and other sample identification information, if 

applicable; 

 analysis required; 

 date; 

 time sampled; and 

 initials of sampling personnel; 
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 sample matrix; and 

 preservative added, if applicable. 

3. Cover the label with clear packing tape to secure the label onto the container 

and to protect the label from liquid. 

4. Confirm that all caps on the sample containers are secure and tightly closed. 

5. In some instances it may be necessary to wrap the sample container cap with 
clear packing tape to prevent it from becoming loose. 

6. For some projects individual  custody seals may be required.  Custody seal 
evidence tape may be placed on the shipping container or they may be placed 

on each sample container such that the cooler or cap cannot be opened without 
breaking the custody seal.  The custody seal should be initialed and dated prior 
to relinquishing the samples. 

Packing Procedures 

Following collection, samples must be placed on wet ice to initiate cooling to 4°C 
immediately.  Retain samples on ice until ready to pack for shipment to the laboratory. 

1. Secure the outside and inside of the drain plug at the bottom of the cooler being 
used for sample transport with “Duct” tape. 

2. Place a new large heavy duty plastic garbage bag inside each cooler 

3. Place each sample bottle wrapped in bubble wrap  inside the garbage bag.  

VOC vials may be grouped by sample in individual resealable plastic bags). If a 
cooler temperature blank is supplied by the laboratory, it should be packaged 
following the same procedures as the samples. If the laboratory did not include 

a temperature blank, do not add one. Place 1 to 2 inches of cushioning material 
(i.e., vermiculite) at the bottom of the cooler. 

4. Place the sealed sample containers upright in the cooler. 

5. Package ice  in large resealable plastic bags and place inside the large garbage 

bag in the cooler. Samples placed on ice will be cooled to and maintained at a 
temperature of approximately 4°C. 
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6. Fill the remaining space in the cooler with cushioning material such as bubble 
wrap. The cooler must be securely packed and cushioned in an upright position 

and be surrounded (Note: to comply with 49 CFR 173.4, filled cooler must not 
exceed 64 pounds). 
 

7. Place the completed chain-of-custody record(s) in a large resealable bag and 
tape the bag to the inside of the cooler lid. 

8. Close the lid of the cooler and fasten with packing tape. 

9. Wrap strapping tape around both ends of the cooler. 

10. Mark the cooler on the outside with the following information: shipping address, 

return address, “Fragile, Handle with Care” labels on the top and on one side, 
and arrows indicating “This Side Up” on two adjacent sides. 

11. Place custody seal evidence tape over front right and back left of the cooler lid, 
initial and date, then cover with clear plastic tape. 

Note: Procedure numbers 2, 3, 5, and 6 may be modified in cases where laboratories 
provide customized shipping coolers. These cooler types are designed so the sample 
bottles and ice packs fit snugly within preformed styrofoam cushioning and insulating 

packing material. 

Shipping Procedures 

1. All samples will be delivered by an express carrier within 48 hours of sample 
collection.  Alternatively, samples may be delivered directly to the laboratory or 

laboratory service center or a laboratory courier may be used for sample pickup.  

2. If parameters with short holding times are required (e.g., VOCs [EnCore™ 

Sampler], nitrate, nitrite, ortho-phosphate and BOD), sampling personnel will 
take precautions to ship or deliver samples to the laboratory so that the holding 
times will not be exceeded. 

3. Samples must be maintained at 4°C±2°C until shipment and through receipt at 
the laboratory   

4. All shipments must be in accordance with DOT regulations and ARCADIS 
dangerous goods shipping SOPs. 
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5. When the samples are received by the laboratory, laboratory personnel will 
complete the chain-of-custody by recording the date and time of receipt of 
samples, measuring and recording the internal temperature of the shipping 

container, and checking the sample identification numbers on the containers to 
ensure they correspond with the chain-of-custody forms. 

Any deviations between the chain-of-custody and the sample containers, broken 
containers, or temperature excursions will be communicated to ARCADIS immediately 
by the laboratory. 

VII. Waste Management 

Not applicable 

VIII. Data Recording and Management 

Chain-of-custody records will be transmitted to the ARCADIS PM or designee at the 
end of each day unless otherwise directed by the  ARCADIS PM.  The sampling team 

leader retains copies of the chain-of-custody forms for filing in . the project file.  Record 
retention shall be in accordance with project requirements. 

IX. Quality Assurance 

Chain-of-custody forms will be legibly completed in accordance with the applicable 

project documents such as Sampling and Analysis Plan (SAP), Quality Assurance 
Project Plan (QAPP), Work Plan, or other project guidance documents. A copy of the 
completed chain-of-custody form will be sent to the ARCADIS Project Manager or 

designee for review. 

X. References 

Not Applicable 
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